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INTRODUCTION 


Preventing occupational illnesses, accidents, and injuries is not just important, it is 
an essential goal of everyone in the workplace. One way of making a workplace safer 
and healthier is to have an organized accident prevention program that involves 
both employers and employees. 


The purpose of Part II of the Canada Labour Code, which deals with occupational 
safety and health, is to "prevent accidents and injury to health arising out of, linked 
with or occurring in the course of employment". To achieve this aim, the Code 
requires employers in workplaces under federal jurisdiction where there are 20 or 
more employees to set up a safety and health committee. 


The committee enables employers and employees to work together to identify and 
solve safety and health problems in the workplace. It gives employees the 
opportunity to get involved in making recommendations on conditions that directly 
affect them. This way the workplace can become safer and healthier for everyone. 


The following factors should be considered in establishing an effective safety and 
health committee: 


- selection of safety and health committee members; 

- responsibilities of members; 

- the committee's role, functions, and procedures. 

The difference between an effective committee and an ineffective one lies in the 
commitment and sincerity of its members, their understanding of the committee's 
role and functions, and their acceptance of their responsibilities as members. 

This brochure is designed to inform employers, employees, trade unions, and 


members of safety and health committees who are looking for guidance on what they 
and their committees should be doing. 
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SETTING UP A SAFETY AND HEALTH COMMITTEE 


According to the Canada Labour Code, the employer is required to set up a safety 
and health committee for each federal workplace where there are 20 or more 
employees. 


One exception to this rule is on board a ship, where the employer must appoint a 
safety and health representative if there is no committee. 


In a workplace where there are five to 19 employees a safety and health 
representative is selected by the trade union, or by the employees themselves if there 
is no union. The employer then appoints the person chosen as the safety and health 
representative. 


If there was a committee in the workplace before the law required one, the employer 
can ask to have the committee continue on rather than setting up a new one. In 
order to do this, the employer should get in touch with a safety officer and ask to 
have the committee validated. The safety officer will consider the request based on 
whether the existing committee meets the intent of the law. 


In workplaces that are relatively free from risks to safety and health, an employer 
may be exempted from the requirement to have a committee by special permission of 
the Minister of Labour. An employer given an exemption from having a committee 
must, nevertheless, have a safety and health representative. 


COMMITTEE MEMBERSHIP 


The law states that a safety and health committee must consist of at least two 
persons, one of whom is an employee representative. Where there are more than two 
members, at least half of them are to be employees who do not exercise managerial 
functions and who have been chosen by the trade union or, if there is no trade union, 
by the employees themselves. 


According to the Canada Labour Code and the Canada Occupational Safety and 
Health Regulations, members of the committee should be selected for their ability to 
work cooperatively in a problem-solving manner. 

Some factors to be considered in deciding on the committee size are: 

- the number of employees at the worksite, 

- the degree of hazard in the workplace, 

- the variety of functions, 

- the number of workplaces, 


- the number of trade unions, and 


- the need to represent different shifts. 


Employer Members 


Since the committee has no power to act on its own recommendations, it is important 
that the employer members on the committee have the authority to take corrective 
action. If the employer representatives have the necessary power, many matters can 
be discussed and action agreed upon at the meeting, rather than approval being 
required from a higher level. 


Employee Members 


In non-unionized workplaces, management could designate one or more employees to 
coordinate an election so that employees can select their representatives from among 
themselves. 


In a workplace where there is a union, members of the committee will be chosen by 
the union. Employee members of safety and health committees are to be people 
employed in the workplace, not full-time union officers. Thus the committee benefits 
from the experience and know-how of those who are actually doing the jobs. 


Alternates 


It is important that committee meetings not be delayed or postponed because some 
members cannot attend. In order to make up a quorum, it is usually considered 
desirable to name alternates who may replace regular members at committee 
meetings. The committee should decide through its rules of procedure whether it 
will allow alternates to attend meetings in the place of regular members with the 
full rights and powers of the members they are replacing. The use of alternates 
should, however, be kept to a minimum in order to maintain continuity. The 
alternates should be selected in the same way as regular members, and their names 
should be posted where they may be seen by the employees. 


POWERS OF SAFETY AND HEALTH COMMITTEES 


Where workplace safety and health committees are required by law, they give 
employers and employees an opportunity to work together. Their aim is to improve 
safety and health in the workplace and, through their efforts, meet the requirements 
of the Canada Labour Code and the Canada Occupational Safety and Health 
Regulations. To ensure the committees' effectiveness, the law empowers them to: 


receive, consider and deal with complaints related to safety and health; 
keep records of how the complaints were handled; 

cooperate with any workplace health service 

establish and promote safety and health education programs for employees; 
participate in all inquiries and investigations related to safety and health; 


develop, establish and maintain programs, measures and procedures for the 
protection or improvement of safety and health; 


regularly monitor programs, measures and procedures; 


ensure that adequate records are kept on work accidents, injuries, and health 
hazards and monitor related data; 


cooperate with safety officers appointed by the Minister of Labour; 


request from the employer any information considered necessary to identify 
existing or potential hazards; and 


have full access to government and employer reports related to safety and health, 
with the exception of medical records unless the employee concerned consents to 
their release. 


A committee plays a leadership role for employees in protecting their safety and 
health at work. The committee is an advisory group to management and plays an 
important part in any safety and health program. It is a good forum for commu- 
nication and exchange of information on safety and health issues. 


IMPORTANT 


THE COMMITTEE SHALL MEET AT LEAST ONCE A MONTH DURING 


REGULAR WORKING HOURS AND ON AN URGENT BASIS AS 
REQUIRED. 


MEMBERS OF THE COMMITTEE ARE ENTITLED TO TIME FROM 
WORK FOR AUTHORIZED WORK RELATED TO THE COMMITTEE, 


AND THEY SHALL BE PAID FOR THAT TIME AS THOUGH THEY HAD 
BEEN AT THEIR JOBS. 


COMMITTEE MEMBERS WILL NOT BE HELD PERSONALLY LIABLE 
FOR ANYTHING DONE OR NOT DONE AS LONG AS THEY WERE 
ACTING IN GOOD FAITH AND TRYING TO DO A GOOD JOB. 


EMPLOYER AND EMPLOYEE DUTIES 


Members of the safety and health committee must be aware of what employers and 
employees need to do to maintain a safe and healthy workplace. 


Basically, the employer is responsible for providing a safe and healthy workplace 
and for taking all necessary steps to protect the safety and health of employees. 
Employees, for their part, are required to take all reasonable and necessary 
precautions to ensure their own safety and health as well as that of their fellow 
employees. 


The specific duties of employers and employees are found in the Canada Labour 
Code. Copies of the Code and the Canada Occupational Safety and Health 
Regulations can be purchased from the Canada Communication Group. The address 
can be found at the end of this brochure. 


REMEMBER 


It is the employer's responsibility to post the names of the committee members and 
their work locations in an area accessible to employees. 


TERMS OF REFERENCE 


When the committee is formed, and preferably at its first meeting, certain matters of 
policy and procedure are decided upon and put in writing as the terms of reference 
for the committee. Experience has shown that well-defined and understood terms of 
reference are essential for the effective operation of the committee. The terms of 
reference should include the following: 

- astatement of committee purpose; 

- the scope of the committee's representation; 

- the powers and functions of the committee; 


- the composition of the committee, number of members, terms of office, and 
procedures for selection or replacement; and 


- the provisions for 
(a) scheduling of meetings, 
(b) quorum and attendance, 
(c) special meetings, 
(d) order of business, and 
(e) records to be kept. 


While some of the items are prescribed by law, the committee is given authority to 
establish additional rules and procedures. 


(See sample Terms of Reference in Appendix A.) 
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THE SAFETY AND HEALTH COMMITTEE MEETING 


The purpose of the meeting is to discuss matters that have come up concerning safety 
and health in the workplace. 


Roles of Committee Members 


Chairpersons 


Committees must have two chairpersons, one representing the employee members, 
the other representing the employer. These chairpersons will alternate in chairing 
the meetings. The chairperson will have the responsibility of guiding the members 
to consensus, making sure all items on the agenda are dealt with, keeping the 
meeting on track, and summarizing major recommendations. 


Committee Secretary 

The committee secretary may be chosen from the members of the committee or may 
be a non-member. The secretary will have responsibility for preparing agendas, 
writing minutes, preparing reports, and generally assisting the chairperson in the 
conduct of committee business. It is essential, therefore, that the person chosen have 
the time required as well as the ability to do the job. If a secretary is not chosen from 


amongst the members, the employer shall provide a person to act as secretary to the 
committee. 


Other Roles 


Many other roles can be assigned to committee members and defined in the rules of 
procedure, such as: 


- handling employee safety and health complaints; 
- participating in safety and health investigations; 


- monitoring programs, measures, and procedures for safety and health 
in the workplace; 


- assisting with employee refusal to work cases; and 


- establishing and promoting safety and health education programs for employees. 


eye 


Agenda 


The secretary prepares the agenda for the meeting in consultation with the 
chairpersons. The chairpersons or the secretary will have canvassed the members 


for any items they may wish to bring up at the meeting. The it t i 
could be listed in the following order: 7 eae eee 


- roll call; 

- approval of minutes of the last meeting; 

- consideration of unfinished business; 

- consideration and handling of complaints; 
- review of accidents; 


- review of employer and government reports related to occupational 
safety and health; 


- reports by members and subcommittees on special assignments; 
- reports on progress of the safety and health program; 

- discussion of new business; 

- adjournment. 


The agenda, based on the order of business, includes details on matters to be 
included and the names of persons who will be reporting on the items. The agenda is 
sent to committee members together with the notice of the time and place of the 
meeting and any background material that members need to review before the 
meeting. 


Conducting the Meeting 


Effective committee meetings work by consensus or agreement to come up with 
solutions. They should not decide matters by majority vote. To do this would 
destroy the spirit of cooperation and make the committee ineffective. It is very 
important that members be punctual and that the meetings begin on time, however, 
it is not necessary for committee meetings to follow strict parliamentary procedures 
with motions, amendments, and votes on each motion. The chairperson should guide 
the members to consensus in order to bring all the issues to a satisfactory conclusion. 


A successful way to conduct a meeting is something like this: an agenda item is 
presented, a discussion follows to make sure everybody understands the problem, 
and members propose solutions. These are discussed in order to develop the best 
solution. The chairperson then sums up what he or she considers to be the consensus 
of the committee and the recommendation, if any, that should go forward to 


management. 
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The chairperson must make sure that each item on the agenda gets attention. Some 
conclusion should be reached on each item, if possible, even though this may mean 
referring the matter to a subcommittee for study and recommendations. The 
minutes should record the fact that it has been referred for study. 


It is the responsibility of the chairperson to keep the meeting on track so that the 
agenda can be completed and the meeting closed on a positive note. By spending 
some time preparing for the meeting, the chairperson can make sure that the agenda 
is not too long and that the information resources (both people and materials) will be 
available when they are needed. 


It is likely that at some point there will be differences of opinion, and these can lead 
to clash between employee and employer members. The chairperson should try to 
head off these confrontations by calling a break and trying to deal with the problem 
another way. 


Every meeting should close on a positive note so that members do not go away 
feeling that they have wasted their time. The chairperson should summarize any 
major recommendations, decisions, and assignments as well as the deadlines for any 
action to be taken. 


Minutes 


The minutes of a meeting provide a permanent record of the matters discussed and 
the decisions reached. As well as providing perspective for committee members, the 
minutes serve to inform employees and management of the committee's activities 
and successes. 


Minutes are not intended to be a word for word account of the proceedings. The 
secretary should take notes as the meeting progresses and prepare the actual 
minutes as soon as possible afterwards. The chairperson can help the secretary by 
summarizing the decisions reached and actions to be taken. The secretary is always 
free to ask the chairperson for clarification or further information on any point. 


The minutes should be short and factual. They should indicate not only where action 
is required, but also who is assigned to act, the deadline, and what reporting is 
required. The chairperson and members should study the minutes carefully to make 
sure they are correct. Since the minutes will be distributed outside the committee, 
the secretary should have a draft of the minutes approved by the chairpersons before 
sending them out in final form. 


The minutes, signed by both chairpersons, are then sent to members and posted for 
the information of employees. 


(See sample Format of Minutes in Appendix B.) 
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INFORMATION and COMMUNICATION 


Committees set up under the Canada Labour Code can have access to all government 
and employer reports related to the safety and health of the employees represented 
by the committee. In addition, when requested, the employer must supply 
information the committee needs to identify hazards in the workplace. Often the 
employer may not have the information needed, and it will be necessary to seek it 
elsewhere. A good source of information for committees in the federal jurisdiction is 
the nearest office of Labour Canada. Labour Canada has an extensive library of 
reference material on occupational safety and health; in addition, it has computer 
links to the information storage and retrieval systems of the Canadian Centre for 
Occupational Health and Safety in Hamilton, Ontario. Through this service, 
information is available on workplace hazards and how to deal with them. 


Other useful sources of information are provincial safety associations, the Canada 
Safety Council, the National Safety Council in the USA and labour organizations. 
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AWARENESS THROUGH EDUCATION and TRAINING 


Education is an important part of the committee's activities. By being involved in 
the committee, members can increase their knowledge and awareness of safety and 
health issues in the workplace. Other employees can learn from information passed 
on by the committee members and from the example they set in the workplace. 


Committee members themselves will benefit from the exchange of information at 
meetings. Committee work depends on a wide range of knowledge and information. 
So committee members can expand their knowledge, it is recommended that time be 
set aside at each meeting for education and new information. Members with 
knowledge of particular subjects could give informative talks, or members could take 
turns to research a topic and prepare a short talk for the committee meeting. 
Experts could be invited from outside to give a presentation. For example, a supplier 
of safety equipment might talk on protective equipment, or a chemical supplier could 
explain the handling of hazardous materials. 


Working on the committee gives its members a great opportunity to increase their 
awareness of safety and health issues and sharpens their perception of the world 
around them. For this reason alone, it is worthwhile to encourage participation in 
committee work. 


Se 


CONCLUSION 


The attitudes of the employer and employees are important to the success of a safety 


and health committee. The key ingredients of an effective safety and health 
program are: 


- astrong commitment by the employer to the principles of occupational 
safety and health; 


- asound and meaningful safety and health policy which supports the 
committee and includes safety and health procedures that are to be 
followed in the workplace; and 


- theinterest and involvement of all employees. 


Members of a safety and health committee must have the time necessary to do the 
job. They should be chosen for their knowledge of safety and health matters and 
their ability to work in a problem-solving rather than an adversarial manner. The 
involvement of the committee members in workplace safety and health can be a 
learning experience which is both interesting and rewarding. 


For further information on safety and health committees or on any other topic 
related to occupational safety and health, contact your nearest Labour Canada office 
or the nearest office of the agency which administers occupational safety and health 
legislation in your industry. 
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APPENDIX A 


Example of Committee Terms of Reference 


Name of Safety and Health Committee 


Necessary for identification where there are other committees in the 
establishment. 


Constituency 


Identify the parts of the operation or the groups of employees represented by 
the committee. 


Functions of Committee 

The committee shall be the principal forum for joint labour-management 
consultation on, and the development of solutions to, safety and health 
problems in the workplace. To discharge this responsibility the committee is 
responsible for the following activities: 


a) receiving and dealing with employee complaints on matters of safety and 
health; 


b) establishing and promoting programs for the education of employees in 
safety and health; 


c) participating in all inquiries and investigations into occupational safety 
and health matters; 


d) consulting with professional and technical specialists as necessary; 


e) setting up and maintaining programs and work procedures for the 
protection of employee safety and health; 


f) monitoring programs and practices related to occupational safety and 
health; 


g) ensuring that adequate records are kept on work accidents, injuries, 
illnesses, and health hazards and monitoring the records; 


h) collecting information on existing or potential hazards to safety or health 
in the workplace; 


i) reviewing and taking appropriate action on all government and employer 
reports concerning the safety and health of employees. 


Sie 


Duties of Committee Members 


Members of the committee shall be assigned specific roles and duties by the 
committee. 


Records 


The committee will keep accurate records of all matters that come before it. 


Meetings 


a) The committee will meet monthly during working hours. 


b) Special meetings, if required, will be held at the call of the chairpersons. 


c) A quorum shall consist of a majority of members, providing that at least 
half are employee representatives. 


(The committee will add any procedures it considers necessary for the 
meetings.) 


Agendas and Minutes 


a) An agenda will be prepared by the secretary under the direction of the 
chairpersons and distributed to members prior to the meeting. 


b) Minutes will be prepared as soon as possible after the meeting and will be 
sent to all participants and posted where employees may read them. 


Annual Report 


Not later than March 1 of each year, an annual report of committee activities 
will be forwarded by the chairperson selected by the representatives of the 
employer to the appropriate organization, as follows: 


i) 


il) 


iii) 


in respect of employees to whom the On Board Trains Occupational 
Safety and Health Regulations apply, to the regional safety officer at the 
National Transportation Agency, Ottawa, Ontario, K1A ONQ; 


in respect of employees to whom the Marine Occupational Safety and 
Health Regulations apply, to the regional safety officer at the regional 
office of the Department of Transport (Marine) for the administrative 
region of the Department in which the employees are based; 


in respect of employees to whom the Aviation Occupational Safety and 
Health Regulations apply, tv the regional safety officer at the regional 
office of the Department of Transport (Aviation) for the administrative 
region of that Department in which the employees are based; 


10. 
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iv) in respect of employees to whom the Oil and Gas Occupational Safety 
and Health Regulations apply, to the regional safety officer at the 
regional office of the Canada Oil and Gas Lands Administration, formed 
under the Department of Energy, Mines and Resources and the 
Department of Indian Affairs and Northern Development, for the 
administrative region of that Administration in which the workplace of 
those employees is situated; and 


v) in respect of employees to whom the Canada Occupational Safety and 
Health Regulations apply, to the regional safety officer at the regional 
office of Labour Canada for the administrative region of that 
Department in which the workplace of those employees is situated. 


Composition of Committee 
a) The committee shall consist of members. 


b) One person representing employees will be appointed from each of the 
following areas or trade unions (list areas or unions). 


c) One person representing the employer will be appointed from each of the 
following areas (list). 


Committee Officers 


The committee will have two chairpersons, one representing employees, the 
other representing the employer. The chair shall alternate every three 
months. 


The secretary appointed by the committee will be responsible for keeping 
records of meetings and preparing and distributing agendas, minutes, and the 
annual report under the direction of the chairpersons. 
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APPENDIX B 


Sample Format of Minutes of Meeting 
Safety and Health Committee 
Name of Employer 
Address 


Mrs. Smith opened the meeting at 10:00 a.m. in the Main Conference Room on 
January 5, 1989, with the following in attendance: 


R.S. Smith Track and Roadway Engineer Chairperson 
(Management) 

J.F. Arnold Track Maintainer Chairperson 
(Employee) 

T. Matthews Safety Supervisor Secretary 
(Management) 

T.A. Pichette Welder Foreman Member 
(Management) 

E.F. Green Roadmaster Member 
(Employee) 

K. Nguyen Track Maintainer Member 
(Employee) 

B.E. White Welder Member 
(Employee) 

D. Abby Labour Affairs Officer Visitor 

G.F. Bertrand Accident Prevention Coordinator Visitor 


Mrs. Smith read the minutes of the previous meeting, which were adopted as read. 


OLD BUSINESS ACTION BY DATE REQUIRED 
Item 3-6-88 - Dust Masks 


Disposable "X YZ" dust masks were found Mr. Green January 5 
to be the best masks for the type of work 

being performed and are being stocked 

for use. 
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OLD BUSINESS ACTION BY 
Item 4-3-88 - Sweat Bands 


It was agreed that bands be purchased Procurement 
as soon as possible. Clerk 


Accident Reports 


Mr. Arnold discussed the accident reports 
received since the last meeting, and the 
following recommendations were made. 


- When hitting one hammer with another, 
a hose bag should be on the hammer being 
struck and a sledge hammer should be 
used as the striking tool. 


- When pulling on ties with tie tongs, 
employees must ensure tongs are sharp 
and properly embedded in the ties. 
They should also ensure proper footing. 


- It was recommended that the old type of Mr. Arnold 
claw bar be supplied in the future. 


NEW BUSINESS 


Item 5-12-88 - No Trespassing Signs 


It was recommended that "No Trespassing" Maintenance 
signs be placed at the site of the No. 3 Department 
building until the building has been 

demolished. 


General Comments 


Mr. Abby commented that he was pleased 
with the minutes of the previous meeting. 


It was mentioned that copies of the new Secretary 
company safety directives will be sent 
out shortly. 


The meeting adjourned at 11:55 hours. 
The next meeting is scheduled for 
February 5, 1989. 


R.S. Smith J.F. Arnold 
Chairperson Chairperson 
Tel.: Tel. 


DATE REQUIRED 


February 5 


March 15 


February 5 


January 15 


ago he 


Copies of Part II of the Canada Labour Code (Occupational Safety and Health) 
or the Canada Occupational Safety and Health Regulations can be obtained by 
writing to: 


Canada Communication Group 
Publishing 

Ottawa, Ontario 

K1A 089 


Telephone: (819) 956-4802 
Facsimile: (819) 994-1498 
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